




























Section 3. Conduct o:f Drives and CaaDai~ns.

To this end, the Employer agrees that:

a. approved bond and fund raising drives will be conducted
in keeping with the principl~s of true and voluntary
participation and giving; and

b. coercion, overt or implicit, shall not be practiced by
personnel appointed as solicitors or by the Employer's personnel

Article X

Aray Ideas for Excellence

Section 1. General

The Parties recognize the benefits to be derived from the
Army Ideas for Excellence Program. Therefore, the Union agrees
to actively support the Army Ideas for Excellence Program by
encouraging unit employees to identify methods for reducing costs
or improving product/services as an Army Ideas for Excellence
Program Initiative.

Section 2. Availability of For8s.

The Employer agrees to make Army Ideas for Excellence Program
Initiative forms available to bargaining unit employees.

Section 3. Results of Consideration.

The Employer will provide a notice of adoption or nonadoption
of an Army Ideas for Excellence Program Initiative.

Section 4. Reason(s) for Nonadoution.

Upon request, the Employer will provide written reason(s) for
nonadoption of an Army Ideas for Excellence Program Initiative.

Section 5.
Initiatives.

Teraination of Arav Ideas for Excellebce Pro.raa

It is understood that the termination of an adopted Army
Ideas for Excellence Program Initiative is not grievable or
arbitrable.
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Article XI

Hatters Appropriate for Consultation and Negotiation

Section 1. Definitions.

For the purpose of this Agreement and all amendments and
supplements hereto, the following terms are defined.

Mid-Term Bar~ainin~a.
All negotiations which take place during the life of the

Agreemen{ concernin~ Employer proposed installation-wide or
command-w1de changes to conditions of employment not covered by
the terms 0{ this Agreement; or conditions of employment covered
by the Agree~ent pursuant to Article L, Duration and Review.
(Negotiable changes in conditions of employment.)

b. Im'Dact and Im'Dlementation Bar«ainin«.

All negotiations regarding procedures the Employer will
follow in implementing decisions resulting from the exercise of
its reserved rights under Section 7106 of the Federal Service
Labor-Management Relations Statute and appropriate arrangements
for employees adversely affected by those decisions when such
decisions concern, change and hav~ a substantial impact on
conditions of employment. (Nonnegotiable changes in conditions
of employment.)

Substantial Impact.9.
Substantial impact is defined as a change in a condition of

employment affecting bargaining unit employees installation-wide,
command-wide, or directorate-wide.

Procedure for Bar~ainin~.Section 2.

This procedure is applicable to Mid-Term and Impact and
Implementation Bargaining as defined in Section 1 above.

a. The Employer shall notify the Union prior to the planned
implementation of a negotiable or nonnegotiable change to
conditions of employment. The notice shall advise the Union of
the reason for the change and the proposed effective date.
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b. The Union shall have three (3) workdays from the date of
notification to advise the Employer of its desire to bargain
prior to implementation of the change to conditions of
employment.

c. If the Union requests bargaining concerning an
installation-wide or command-wide change to conditions of
employment, written proposals must be forwarded to the Civilian
Personnel Office, Labor Relations within seven (7) workdays. If
the Union requests bargaining concerning a directorate-wide
change to conditions of employment, written proposals must be
forwarded to the Ciyilian Personnel Office, Labor Relations
within five (5) workdays.

d. If the Union does not request Mid-Term or Impact and
Implementation Bargaining and submit written proposals within the
time limits outlined above, the Employer may implement the
proposed change(s).

e. Upon timely request by the Union, Mid-Term or Impact and
Implementation Bargaining will commence within five (5) workdays
after receipt of proposals unless otherwise agreed upon by the
Parties.

f. All Mid-Term or Impact and Implementation Bargaining will
be governed by the Ground Rules agreed upon by the Parties on
4 November 1987.

Section 3. Consultation

Sections 1 and 2 of this Article do not preclude the Union
from presenting its views and having them considered prior to the
implementation of a negotiable or nonnegotiable change to a
condition of employment provided the comments are received within
the prescribed time limits.

Article XII

Union Representation

Section 1. Initial Desi«nation of Officers and Stewards.

Upon the signing of this Agreement, the Union agrees to
officially inform the Employer in writing of all duly elected or
appointed Union officers and stewards and their specific areas of
responsibility.
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Section 2. Subsequent Desi«nation of Officers and Stewards.

Within three (3) workdays of a change in officers or
stewards, the Union will provide the Civilian Personnel Office a
complete list reflecting the new officers and stewards or the
changes.

Section 3. Inforaal Notification to SuDervisors.

Each Union officer and steward will informally notify the
appropriate supervisor (normally the immediate supervisor) within
two (2) workdays of election, appointment or change. While Union
officers and stewards are not prohibited from performing
representational activities once the informal notice has been
provided, official time will not be authorized until formal
notification has been provided by the Civilian Personnel Office.
The Civilian Personnel Office will provide notification to
appropriate supervisors within five (5) workdays.

Section 4. Recognition of Union Officers and Stewards.

Only those Union officers and stewards who have been elected
or appointed by the Union pursuant to Sections 1 and 2 of this
Article will be recognized by the Employer and granted official
time to pursue approved representational activities (Section 10)

Section 5. Nuaber of Union Officers.

For the purpose of adainistering this Agreement, the Employer
agrees to recognize all duly elected or appointed Union officers
not to exceed one (1) president, three (3) vice presidents, one
(1) secretary, and one (1) treasurer.

Section 6. Nuaber and Desi2nation ot Union Stewards-

The Employer agrees to recognize and the Union agrees to
appoint a minimum of 14 stewards but not more than the maximum
number of 35 stewards including one (1) chief steward. Except as
otherwise provided in this Agreement, the Union will appoint
stewards who are employed in the work areas they are assigned to
represent to ensure bargaining unit employees ready access to a
steward knowledgeable of the work area.
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(5) Participate in periodic Union/Employer meetings
which are expressly provided for by the terms of this Agreement

(6) Represent employees during oral classification
complaints and classification appeals.

Section 11. Activities Not Authorized on O:f:ficial Ii.e.

It is agreed that activities concerned with the internal
management of the Union and activities not specifically
authorized by the terms of this Agreement shall not be performed
on official time by Union officers, stewards and employees
concerned. Examples of such activities include the solicitation
of membership, collection of dues, distribution of literature,
campaigning for union office, and the solicitation of employee
grievances. This provision does not apply when official time is
provided for in Section 7131(a) and (c) of the Federal Service
Labor-Management Relations Statute.

Section 12. Procedure for Union Officers and Stewards to Obtain
Use of Official Ti.e.

a. Each Union officer/steward desirous of stopping work or
leaving the work site to engage in approved Union activities
during duty hours shall first obtain the permission of the
supervisor and concurrently inform the supervisor of his
destination, the general nature of the activities to be engaged
in (Section 10) and the estimated time of return.

b. If the supervisor determines that the officer/steward's
presence is necessary to meet the needs of the Employer, the
officer/steward will be so informed and will be advised of a time
when the officer/steward can be released.

c. Prior to departing the work site the officer/steward will
obtain an Official Time Report (OTR) from the supervisor and
complete the name, union posit1on, date, time left, destination,
person(s) contacted, purpose, request initiated by and approved
union activity portions of the OTR (Section 15).

d. Additionally, prior to departing tbe work site the
officer/steward will telephonically contact the supervisor of the
employee he wishes to visit to assure the employee's
availability. In the event the representational activity is
conducted within the officer/steward's immediate work area, the

19



officer/steward must contact the supervisor to ensure the
employee's availability. Supervisory permission in those
instances will normally be granted insofar as the criteria of
Section 9 of this Article have been met.

e. Upon entering a work area which is under the authority of
another supervisor, the Union officer/steward will check-in with
the supervisor prior to contacting the employee.

f. Union officers/stewards will report to their supervisors
upon their return to work and complete the actual time of return
and signature portions of the Official Time Report. The
supervisor will also complete the signature portion of the
report.

g. Where delays in presenting grievances are caused by the
supervisor's inability to release an officer/steward or employee,
additional time for such purpose will be granted.

Section 13. Procedure for Eaployees to Obtain the Use of
Official Tiae for Union Assistance.

a. An employee desiring to interrupt his work or leave the
work site to secure the advice and assistance of the area steward
or Union officer (if otherwise expressly provided for by the
terms of this Agreement) will obtain his supervisor's permission
before doing so.

b. Supervisory permission in these instances will normally
be granted insofar as the criteria of Section 9 of this Article
have been met. However, if the supervisor cannot release the
employee at that time, the employee will be advised of a time
when he can be released from duty.

c. Prior to departing the work site, the employee will
telephonically contact the area steward or Union officer (if
otherwise expressly provided for by the terms of this Agreement
he wishes to visit to assure the area steward's availability.

d. An employee desiring to confer with an area steward or
Union officer (if otherwise expressly provided for by the terms
of this Agreement) will also obtain the permission of the area
steward's supervisor before interrupting the area steward's work.
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e. Contacts between employees and area stewards or Union
officers (if otherwise expressly provided for by the terms of
this Agreement) will normally take place within the immediate
vicinity of the work area.

f. The employee will report back to his supervisor upon
returning to duty.

g. Official time will not be granted an employee to confer
with a steward other than the area steward except as otherwise
provided for in this Agreement.

Section 14. Reportina Procedure fgr Union Officers and Stewards.

Each Union officer and area steward shall report to work at
his regular work site at the beginning of his respective shift
and shall report to his supervisor immediately after lunch,
unless other arrangements have been made with the immediate
supervisor and approved by the Division Chief. Each Union
officer and area steward shall enter and remain in his work area
only on his respective shift unless otherwise agreed to by a
division chief, or designee. Union officers or stewards will not
be paid for conferences initiated by the Union with the Employer
held outside their regularly scheduled working hours.

Official Tiae Reports (OTH).Section 15.

a. In order to account for the total hours spent and usages
by Union officers and stewards on approved Union activities, the
following procedure will be followed.

b. The OTR, Appendix A, will be completed by all Union
officers and stewards and turned in to their immediate
supervisor. The OTR will detail the Union officer/steward's
name, union position, date, time left, time returned,
destination, persons contacted, purpose, request initiated by,
approved Union activity and signature.

c. It is expected that Union officers and stewards involved
in representational activities will turn in the OTR before
starting additional representational activities during the same
workday. Union officers and stewards may retain a copy of the
completed OTR for their own records.
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Section 16. Installation Adaittance Procedure 'for National
Reoresentatives.

The Employer agrees that officers or duly designated
representatives of the Union or its national office who are not
employees of Fort Polk will be admitted to the installation upon
request to the Eaployer by the Union. The Union shall first
inform the Civilian Personnel Office via letter that such a visit
is desired, the reason therefor and the duration of the visit not
later than three (3) workdays before the scheduled visit. The
Civilian Personnel Office will issue a letter of authorization to
visit the installation detailing the terms and conditions of the
authorization. The letter of authorization must be carried at
all times by the visiting Union officials. Such visits will be
governed by Department of the Army security regulations.
Additionally, Union officials who are not employees of Fort Polk
are subject to the limitations as set out in this Article and to
the terms of this Agreement.
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Article XII - Appendix A

Official Tiae Report

Approved Officer Activities Approved Steward Activities

*
*
-
.!-

. Investigate Employee
Grievance

--- Prepare Employee Grievance
--- Present Employee Grievance
--- Representative in Formal

Disciplinary Action
. Prepare and Attend Formal

Mtg Called by Employer
. Representative in

Investigatory Interview
. Periodic Union/Employer

Meeting
. Representative in Oral

Classification Complaint/
Classification Appeal*

Prepare for Formal Meeting.
Called by Employer

Attend Formal Meeting
Called by Employer

Prepare and Present Employee
Grievance at Step 3

Prepare Union Grievance
Present Union Grievance
Entertain Employer Grievance.
Investigate and Prepare

Response to Employer.
Grievance

Periodic Union/Employer --

Meeting
Representative in Formal

Disciplinary Action (Advance
Notice and Grievance)

Prepare for Third Party
Proceeding (i.e., Grievance-
Mediation, Arbitration, or MSPB

Participate in Third Party
Proceeding (i.e., Grievance-
Mediation, Arbitration, or MSPB

Consider and Prepare Responses
to Employer Proposals

Contract Administration

*

*
*

Si«nature: Officer/Steward

Supervisor

* Amount of Official Time Capped
* Contract Administration - President Only

FP Form 180(Rev) 1 Oct 88
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Article XIII

Co..unications and Inforaation

Section 1. Heetin«s with Garrison Coaaander/HEDDAC Deputy
Co_aDder for Administration/DENTAC Executive Officer/Director
USAISC.

It is agreed that the Garrison Commander/MEDDAC Deputy
Commander for Administration/DENTAC Executive Officer/Director
USAISC, or their designee, .will meet with the Union President
upon request for such a me_eting. Such requests will be submitted
thrQugh the Civilian Personnel Office, Labor Relations. The
Union will submit an agenda of meeting topics attached to its
written request. The Union will be notified of the specific
time, place and date of the requested meeting. The Union
President, or designee, may elect to have one Union
officer/ste-ward accompany him to the meeting. It is further~
agreed that these meetings. will not be usedtQ discuss individual
grievances. ~-

Section 2.
Co_anders.

Meetin«s with the Co_ander and Tenant Activity

It is understood that the Garrison Commander/MEDDAC Deputy
Commander for Administration/DENTAC Executive Officer act for
their respective commanders regarding labor-management re'lations
matters. Therefore, the Union President will meet with the
Garrison Commander/HEDDAC Deputy Commander for
Administration/DENTAC Executive Officer, or designee, prior to
meeting with the Commanding General/MEDDAC Commander/DENTAC
Commander in all instances. The Union President, or designee,
may elect to have one Union officer/steward accompany him to the
meeting. It is further agreed that these meetings will not be
used to discuss individual grievances. The procedure for
requesting meetings is the same as that in Section 1 above.

Section 3.

It is agreed that representatives of the Uniqn and Employer
shall meet monthly on a sc.hedule mutually acaep-table'to the ~l
Parties to discuss matters of concern to the Parties. The Union
President, or designee, may elect to have one Union officer/
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steward accompany him to the meeting. It is further agreed that
these meetings will not be used to discuss individual grievances
and complaints.

Section 4. Relationshiv Evaluation.

Recognizing that the continuous evaluation of the labor-
management relationship by the Parties is essential to good
labor-management relations, it is agreed that representatives of
the Union and Employer will meet quarterly on a schedule mutually
acceptable to the Parties to jointly evaluate the labor-
management relationship. The Union President may elect to have
one Union officer/steward accompany him to the meeting. It is
further agreed that the meeting will not be used to discuss
individual grievances or complaints. Instead, the meeting will
be used to discuss those issues of mutual concern which affect
the Parties. relationship.

Section 5. Authentication.

No paper, document or written communication issued by the
Union to the Employer, other than grievances, shall be deemed
valid unless it bears the signature of the designated Union
President or his designee(s). Similarly, no paper, document or
written communication issued by the Employer to the Union, other
than grievances, involving policy matters applicable throughout
the bargaining unit shall be deemed valid unless it bears the
signature of representatives of the Command Group or the Civilian
Personnel Officer or his designee(s). The Parties will exchange
the names and positions of designees within ten (10) workdays
after the signing of this Agreement. Designees may be changed
upon written notification.

Section 6. Ea»loyee Listin«s.

The Employer, at the request of the Union, but not more often
than once a year will furnish the Union with: (1) a list of
names, position titles, grades and duty stations by directorates/

.act~vities of bargaining unit employees and (2) a list of names
and home addresses of bargaining unit employees. These lists
will be provided to the Union at no cost. However, the Union
will incur all qosts associated with the production of any
additional lists.
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Article XIV

Hours of Work

General.Section 1.

a. The Employer retains the right to establish or change
tours of duty as required for mission accomplishment.

The Union will be notified of changes in tours of duty.b.

Basic Workweek.Section 2.
The normal workweek shall be forty (40) hours within an

administrative workweek of seven (7) days beginning at 0001
Sunday and ending at 2400 Saturday. The normal workday will
consist of eight (8) hours.

Ean1oyee Non-Workdays.Section 3.
Whenever practical, employees will be given two (2)

consecutive days off, preferably Saturday and Sunday. In the
event that a six or seven day coverage is required in an activity
necessitating the staggering of non-workdays, every effort will
be made to assure that equitable treatment is afforded employees
with respect to Saturdays and Sundays.

Advance Notice Re uireaent of Chan e n ToursSection 4.
Duty.

When a change in established tours of duty is required,
Employer will normally notify the employee or employees in
writing at least seven (7) calendar days in advance.

the

Excention to Advance Notice Reauireaent.~~ction 5.

An exception to the advance notice requirement may be made
when the Employer determines that it would be seriously
handicapped in carrying out its function or that cost would be
substantially increased.

26



Section 6. Waivers of Advance Notice Reauire.ent.

The advance notice requirement outlined in Section 4 of this
Article may be waived (1) upon request of the employee(s) or
(2) when the eaployee(s) volunteers for a change in tour of duty

Section 7. Shift Assi«naents

It is agreed that consideration will be given to an
employee's request for a permanent shift in those activities
where rotating tours of duty exist.

Section 8. Lunch Periods.

a. Lunch periods during which an employee is entirely free
of duty connection with his job may not be considered duty time
for which compensation is allowed and must be scheduled outside
the hours established for the daily tours of duty. The lunch
period will normally be thirty (30) minutes.

b. The Employer agrees that when employees are required to
work during the normal lunch period they shall be granted a lunch
period equal in length to the normally designated lunch period.

c. Where three (3) eight (8) hour shifts are in operation,
however, and an overlapping of shifts to permit time off for
lunch is not practical, a lunch period of twenty (20) minutes or
less will be counted as time worked for which compensation is
allowed~ Where an on-the-job lunch period is in effect,
employees must spend time in close proximity to their work
station.

Section 9. Rest Periods.

It is agreed that rest periods will be authorized in
accordance with applicable regulations. Rest periods, when
granted, shall not be used to extend the lunch period, shorten
the duty day, or be used in conjunction with annual or sick leave
to extend the period of absence of the employee. Rest periods
cannot be accumulated.

Section 10. Cleanu1>.

Cleanup of the work area, tools and equipment will be
allocated as established by work measurement standards.
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On-Call.Section 11.

The Employer has the right to place employees in an on-call
status where appropriate. The exercise of this right will be
governed by applicable regulations. Similarly, employees will be
expected to respond when placed in an on-call status. In this
regard, employees who are designated for on-call duty may not
have their freedom of movement unduly restricted. Ordinarily,
the requirement that they hold themselves available will not
extend beyond a requirement that they leave word where they may
be reached.

Alternative Work Schedule.Section 12.

The Parties agree that a committee comprised of an equal
number of Employer and Union representatives will be established
to study the institution of an AWS in the DOL, Maintenance
Division. The Committee 'will be estab"lished within thirty (30)
days after the approval of this Agreement.

The Employer will provide the criteria by which the Committee
will be guided.

Upon approval of a committee recommendation by the Command,
the Parties will test the recommended AWS. The Employer reserves
the right to unilaterally terminate the test upon adverse impact.
The Committee will be advised of the adverse impact.

If the test proves successful, the AWS will be implemented
permanently. If the test proves unsuccessful, the Committee will
resume study of the matter.

The intent of this provision is to insure the establishment
of an AWS which works to the mutual satisfaction of the Parties

Article XV

Overtiae

Section 1. general.

The assignment of overtime work is a function of the Employer
and the Employer is required to keep overtime work to a minimum
consistent with the accomplishment of the Employer's mission.
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Section 2. Union Reco«nition.

The Union recognizes the right of the Employer to select and
require employees to perform overtime work required to accomplish
the mission.

Section 3. Distribution of Overtiae.

Overtime assignments will be distributed equitably among the
employees qualified to perform needed duties. As a general rule,
first consideration for overtime will be given to those employees
who are currently assigned to the job. Second consideration will
be given to those qualified employees normally performing the job
in the area or functions where the overtime is required.
Overtime assignments declined will be considered as overtime
worked for distribution purposes.

Section 4. Notification of Overtiae Assi«naent.

The Employer will notify employees as requirements are known
that they are to be assigned overtime. However, the Parties
agree that employees must be willing to accept overtime on short
notice. Further, an employee may, upon timely request, be
released from an overtime assignment provided his reasons, as
determined by the supervisor, are valid and another qualified
employee familiar with the work is available for the overtime.

Section 5. Consideration of Personal Circuastances.

The Employer agrees to give consideration to circumstances,
including the employee's personal and transportation problems,
when scheduling overtime.

Section 6. CO8DeDsatioD.

Employees required to perform authorized overtime work shall
be compensated in accordance with applicable Federal laws.

Section 1. Call Back

It is understood that an employee who is called back to work
on an unscheduled basis will be paid a minimum amount of two (2)
hours overtime or given two (2) hours compensatory time off, as
applicable. It is further understood that employees are expected
to respond to call back assignments. Failure to do so may result
in disciplinary action.
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Section 8. Re»resentational Activities

It is understood that representational activities will not
normally be performed by Union officers or stewards who are in an
overtime status. Such activity will be postponed until the'
overtime requirement is completed or until the employee or
officer/steward is working his, normal tour of duty or is off
duty. Exceptions to the norm may be made if, in the Employer's
opinion, such representational activity temporarily overrides
budget, efficiencr or mission requirements.

Section 9. CoaveDs.tory Tiae.

Compensatory time will be granted in accordance with
applicable regulations.

Section 10. Overti.e Records.

The Employer agrees to maintain records of all overtime
worked in accordance with current directives. Upon request,
Union may review overtime records as authorized by applicable
laws and regulations to the extent necessary to investigate
alleged inequities in the distribution of overtime.

the

Section 11. Lunch Periods Duri~ Overtiae.

In cases where employees are not informed of overtime
assignments prior to the start of the regular shift and are
required to work more than four (4) hours beyond the end of the
regular shift, thirty (30) minutes will be afforded to obtain and
consume food. This thirty minute (30) period must not be
considered duty time for which compensation is allowed and must
be scheduled outside the hours scheduled for overtime
compensation.
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Article

Holidays

All holidays designated by Federal law, regulation or
Executive Order will be observed by the Employer as non-workdays
for all employees except those required to meet work load
commitments in keeping with the mission of Fort Polk.

Article XVII

Annual Leave

General.Section 1.

Annual leave will normally be approved by supervisors for two

general purposes:

a. to allow every employee an annual vacation period of
extended leave for rest and recreation; and

to provide periods of time off for personal or emergencyb.
purposes

Section 2. Use of Annual Leave.

Employees will be required to use unliquidated compensatory
time before approval of annual leave, unless by so doing the
employee would be compelled to forfeit annual leave.

Schedulin.« Annual Leave.Section 3.

The Employer will make an effort to allow each employee a
vacation period of at least two consecutive weeks annually. Not
later than March of each leave year eaployees will be requested
to submit proposed dates for this vacation period. As soon
thereafter as practicable the leave schedule will be prepared and
made known to the employees so that they can make their plans
accordingly. In the event of a conflict in scheduling between
employees at the same grade level and position and within the
same department or section, length of time in the job will be the
determining factor.
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Section 4. Advancin. Annual Leave.

Advanced annual leave may be made available to employees at
the beginning of the leave year in the amount of accruals which
will be earned during the balance of that leave year. However,
employees serving under temporary appointaents or under
probationary or trial periods may be advanced or have made
available to them only that amount of annual leave which is
reasonably assured will be subsequently earned. Further, those
who are expected to be separated by retirement or other reasons
will be advanced or have made available to them only that amount
of annual leave which they are expected to accrue prior to
separation.

Section 5. Procedure for Reauestin.. Annual Leave.

When unforeseen emergencies arise requiring the use of annual
leave not previously approved, approval of the use may not be
presumed by the employee. Except where circumstances beyond the
control of the employee do not permit, the employee must contact
his immediate supervisor or other designated person either
personally or by phone as early as possible, but not later than
two (2) hours after the beginning of the employee's workday and
request and obtain permission for the absence. Employees engaged
in health care (Nursing Assistants, Licensed Practical Nurses and
Medical Clerks-Receptionists in the Clinical Support Division)
and nutrition care must contact their immediate supervisor or
other designated person either personally or by phone as early as
possible but not later than the beginning of the workday and
request and obtain permission for the absence except where
circumstances beyond the control of the employee precludes the
contact.

Article XVIII

Sick Leave

Section 1. General.

a. Employees shall earn and be granted sick leave in
accordance with applicable laws and regulations.
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b. Legitimate reasons for sick leave are:

1 medical, dental or optical examination or treatment;

2) incapacitation for the performance of duties by
injury, or pregnancy and confinement;sickness,

(3) to give care and attendance to a member of his
immediate family who is afflicted with a contagious disease; or

(4) presence on duty would jeopardize the health of
others at his post of duty because of exposure to a contagious
disease.

Section 2. Procedure for Reauestin« Sick Leave.

a. An employee who is absent because of illness or injury
must notify the immediate supervisor or other designated person
by telephone or other appropriate means of the absence as early
as practicable but not later than two (2) hours after the start
of the employee's workday and obtain approval except where
circumstances beyond the control of the employee precludes the
contact. Employees engaged in health care (Nursing Assistants,
Licensed Practical Nurses and Medical Clerks-Receptionists in the
Clinical Support Division) and nutrition care must notify the
leave approving official by telephone or other appropriate means
of the absence as early as practicable but not later than the
beginni!\g of the workday and obtain approval except where
circumstances beyond the control of the employee precludes the
contact. Unless other arrangements have been made, requests for
sick leave must be aade on each day of absence. Unless there is
reason to doubt that the absence may not be a proper charge to
sick leave, approval of the absence should be given at the time
of notification.

b. Requests for sick leave for non-emergency medical,
dental, or optical examinations must be made at least twenty-four
(24) hours in advance. Employees are encouraged to schedule such
examinations outside of the normal work hours.

c. Failure to give the notice required by this section may
result in a charge of annual leave, leave without payor absence
without leave, as the circumstances may justify.
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Section 3. Require.ent for Certification.

a. Normally, the employee's certification will be sufficient
to support a charge to sick leave for absences of three (3)
working days or less.

b. Absences resulting in a charge to sick leave in excess of
three (3) workdays will be supported by a medical certificate.
If the absence is due to exposure to a contagious disease, the
medical certificate should include the date of exposure and the
period of time that the employee's exposure would present a
hazard to the health of others.

c. Employees who, because of illness are excused from duty
by the imaediate supervisor or other designated person, shall not
be required to furnish a medical certificate to substantiate sick
leave for the day excused from duty.

Section 4. Tiae Liait for Subaitti~ Evidence.

a. An employee shall have one full pay period following his
return to duty to furnish the required evidence to support a
charge to sick leave.

b. In cases of prolonged absence because of illness, an
employee must furnish support evidence at reasonable intervals
(biweekly) in order to avoid overpayment resulting from failure
to obtain such evidence because of nonreturn to duty.

c. The failure to timely submit the evidence required by
this section may result in a charge of annual leave, leave
without payor absence without leave, as the circumstances may
justify.

Section 5. Suspected Sick Leave Abuse

When there is reason to believe that the sick leave privilege
has been abused, the employee will be orally informed. If after
discussing the matter with the employee the supervisor still has
reason to believe that the future submission of proof is.
necessary, the employee will be given written notice that medical
certification is required to support future grants of sick leave.
The necessity for this requirement shall be periodically reviewed
and the employee will be advised in writing at least every six
(6) months if the requirement will be continued.
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Certi:fication ReQuire.eots Durin« Job ActionsSection 6.

When there is reason to believe that a job action such as a
"sick-out" is imminent or occurs, the immediate supervisor or
other designated person may require a medical certificate of
employees on sick leave, regardless of duration, during the days
the job action is known to take place.

Restrictions Duri~ Periods of Sick Leave.Section 7.

Employees are required to contact their immediate supervisor
or other designated person, by telephone or other appropriate
means, and secure approval prior to engaging in outside
employment on one or more days for which sick leave has been
approved.

Section 8. Advance Sick Leave

Employee requests for advanced sick leave shall be granted in
accordance with applicable regulations.

Article XIX

Court Leave

General.Section 1.

a. Consistent with applicable laws and regulations,
employees will be granted court leave for jury duty or for
appearing as a witness in a nonofficial capacity on behalf of a
state, local government, or on behalf of a private party in any
proceeding to which the United States or state or local
government is a party.

b. When an employee is summoned or assigned by his agency to
testify in his official capacity at a judicial proceeding or to
testify in a nonofficial capacity on behalf of the United States,
he is in an official duty status as distinguished from a leave
status and is entitled to his regular pay.

c. The granting of court leave is not appropriate when an
employee serves as a witness in a nonofficial capacity on behalf
of a private party. The absence from duty must be charged as
either annual leave or leave without pay, and he may accept court
fees and expenses incidental thereto.
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Section 2. Call for Court Services.

When an employee is called for court services, either as a
witness or a juror, the court order, subpoena, or summons, if one
was issued, must be presented as far in advance as possible.
Upon return to duty, written evidence of attendance at court is
required to include the dates and hours of the service.

Section 3. Return to Duty.

a. An employee excused or released by the court for a day or
a substantial portion of a day is expected to return to duty,
provided the return would not cause the employee hardship because
of the distance between home, duty station or the court. When
only an hour or two remains in the daily tour, employees should
not be expected to return to duty.

b. The failure to retu.rn t. J duty when directed may result in
a charge of annual leave, leave without payor absence without
leave.

Section 4. Court Fees.

When an absence for jury service is charged to court leave
and the employee has accepted court fees, the employee must
contact the appropriate payroll office for instructions as to the
disposition of court fees.

Article XX

Leave Without Pay

Section 1. General.

The authorization of leave without pay is a matter of
administrative discretion. Employees, with a few exceptions,
cannot demand that they be granted leave without pay as a matter
of right. The exceptions are disabled veterans needing medical
treatment and Reservists and National Guardsmen desiring leave
without pay for military duties.
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Section 2. Requests for Leave Without Pay.

Each request for leave without pay will be examined closely
to assure that the value to the Government or the serious needs
of the employee are sufficient to offset costs and administrative
inconvenience.

Section 3. Continuation of Benefits.

Eaployees on approved leave without pay shall continue to
accrue all rights, privileges and benefits as provided by
applicable laws and regulations.

Section 4. Union Representation.

Consistent with local requirements, the Employer may grant
leave without pay up to one (1) year to one (1) member of the
Union whom it has selected to serve in the capacity as a NAGE
Union Representative. Upon written request and if work load
conditions permit, an extension may be granted so that the total
leave without pay will not exceed two (2) years. An employee
under extended leave without pay as described in this Section who
returns to duty after leave without pay shall be entitled to
return to a job of like seniority, status and pay unless
termination is otherwise required by the expiration of
appointment, reduction in force for cause, or other reasons not
related to the absence for Union representational purposes.

Article XXI

Excused Absence

Section 1. General.

Excused absence may be granted to employees when absent from
their normal productive assignments to perform acts or services
officially sanctioned by the Commander such as merit placement
interviews at Fort Polk and utilizing personnel office services
other than testing conducted by the Examining Division of the
Civilian Personnel Office. In performing these acts or services,
employees remain under the Employer's control or jurisdiction and
are thus considered in a duty status. Officials of the Employer
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are authorized to make individual determinations that the act or
service is job related and not chargeable to leave and to place
limits on the length of such absences from normal assignments.

Section 2. Excused Absence for Voti~.

It is mutually agreed that employees may be excused for a
reasonable time, when warranted and when practicable to do so
without seriously interfering with operations, to vote in any
election or referendum within the community. Employees may be
excused from duty so as to permit them to report to work three
(3) hours after the polls open or to leave work three (3) hours
before the polls close, whichever results in the lesser amount of
time off, if any. Employee requests for excused absence for
voting will be made not later than five (5) workdays before the
election and will be directed to the supervisor so that
appropriate plans can be made to reschedule the employee's work.

Section 3. Excused Absence for Blood Donation.

The Parties agree that employees who volunteer as blood
donors, without compensation to the American Red Cross, military
hospitals, other blood banks, or respond to emergency calls for
needy individuals may be excused from work without charge to
leave for the time necessary to donate the blood, for
recuperation following blood donation, and for necessary travel
to and from the donation site. The maximum excusal time will not
exceed four (4) hours, except in unusual cases. When the
employee must travel a long distance or when unusual need for
recuperation occurs, up to an additional four (4) hours may be
authorized.

Article XXII

Facilities

Section 1. Office Soace.

Subject to prior commitments, security considerations, and
local construction requirements, the Union will be afforded
office space for use during normal duty hours. The Union agrees
to pay a monthly fee of $60.00 to cover the expense of utilities.
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Section 2. Heetin-« Space.

Upon receipt of a five (5) workday advance notice the Union
will be afforded space to hold its meetings with bargaining unit
employees after duty hours. However, the Union will be
responsible for restoring the facilities used to their original
state after use. The Union will also be held liable for the
contents of the building in which the meeting was held.

Article XXIII

Bulletin Boards

Section 1. Bulletin Board SDace.

The Employer will make available a 2' by 2' of space on the
unofficial section of bulletin boards designated for posting
matters pertaining to civilian employees for the posting of Union
notices of meetings, recreational or social affairs, elections,
results of elections or other appropriate literature.

Section 2. Costs.

All costs incident to reproduction ~ind preparation of the
Union's material shall be borne by the Union.

Section 3. Union ReB'DOnBibilit%-

The Union, in posting material on designated bulletin boards,
agrees that it is fully and solely responsible for the content of
the material in terms of accura6y and adherence to ethical
standards; that it does not violate any law, or the security of
the Employer or contain scurrilous or libelous material or
material which maligns the character of the Employer; and that
violation of this provision will be grounds for revocation of
this privilege. The Union further agrees that it is responsible
for the neat and orderly maintenance of this allocated space,
including removal of obsolete material. The Employer reserves
the right to post audit these notices and initiate appropriate
action where the privilege is abused.
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Section 4. Eaployer Disclaiaer.

The Union agrees to publish in one inch letters, post, and
maintain above the Union portion of the bulletin boards the
following statement:

"A portion of this bulletin board is furnished for the
convenience of the Union. The Union is solely responsi-
ble for the material approved for posting. Management
does not vouch for the accuracy or authenticity of Union
information. The posting of material on this bulletin
board does not constitute endorsement by Management."

Article XXIV

Safety and Health

Section 1. General.

It is understood that the safety of personnel is an Employer
responsibility. Accordingly, the Employer will strive to provide
and maintain a safe and healthful work environment.

EaJ>loyee Responsibilities.Section 2.

The Parties agree that each employee has a primary
responsibility for his or her own safety and an obligation to
know and observe safety rules and practices to include the
wearing and utilization of issued protective clothing and safety
equipment as a measure of protection for himself and others.

Section 3. Eap!oyee Ne«!i~ence.

Failure of an employee to wear or utilize issued safety
equipment and protective clothing or to observe safety rules and
regulations may serve as a basis for disciplinary action.

Union Obli«ations.Section 4.

The Union agrees to encourage employees to observe safe work
practices and to wear and properly utilize protective clothing
and equipment by disseminating information on health and safety
to members of the unit at least quarterly.

40



Section 5. Safety EauiD.ent and Protective Clothin.«.

Items of protective clothing and equipment determined by the
Employer to be essential for the protection of employees' safety
will be furnished in accordance with Department of the Army
regulations.

Section 6. Safety and OccuDational Health Advisory Council.

The Union President, or designee, may serve on the Fort Polk
Safety and Occupational Health Advisory Council.

Section 7. Work Assi~naents.

Work assignments should not be assigned in a manner clearly
contrary to safety regulations. Should such an apparent
situation arise, the employee concerned may discuss the matter
with his supervisor, or designee, for resolution at that or a
higher level.

Section 8. Availability of In..jury ReDOrts.

Upon written authorization of the employee who suffered an on
the job injury and/or a job related disease to the Civilian
Personnel Office, a copy of the injury report will be made
available to the Union in accordance with the disclosure
provisions of the Federal Personnel Manual, Chapter 294.

Section 9. Eaer«ency Exaaination and Treataent

The Employer will furnish emergency examination and treatment
in cases of injury and sudden serious illness while on duty. The
Union agrees to join the Employer in urging employees to
immediately notify their supervisor of an on the job injury.
Applicable laws and regulations will be complied with in
processing on the job injury claims.

Section 10. Duty Status Durin« Eaer«ency Treataent

An employee injured in the performance of his duties will be
considered in a duty status and will receive pay without charge
to leave for the time required to obtain emergency treatment to
the extent that the time falls within his prescribed hours of
work for that day.
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Section 11. Transportation.

An employee sent home because of illness or sudden serious
illness while on duty will be provided transportation in those
cases where the appropriate medical officer determines such
transportation is necessary.

Section 12. Aabulance Service.

When emergency conditions so require, as determined by an
appropriate medical officer, ambulance service with a qualified
attendant will be provided to transport the employee to the
nearest hospital.

Section 13. Lia:ht Duty.

It is recognized that light duty determinations are the
responsibility of the Employer and that there is no employee
entitlement to a light duty assignment. In this regard, the
Employer will consider the use of light duty, whenever available,
for rehabilitation or other benefits of mutual advantage to the
employee and the Employer within applicable regulations and
standards.

Section 14. MEDDAC Safety Co_ittee

The Union President, or designee, may serve on the MEDDAC
Safety Committee.

Section 15.
Co_ittee.

Federal EaDloyees CoaDensation Act (FBCA) Overview

a. The Union President, or designee, may serve on the Fort
Polk FECA OVerview Committee.

b. The Union representative's participation will be limited
to deliberations of the Committee concerning implementation or
change to the FECA Program, determining aspects of the Program to
be emphasized and evaluating the effectiveness of the Program.

c. The Union's representative will not be allowed to
participate in Committee deliberations concerning issues
pertaining to the exercise of reserved Emplo.yer rights as set
forth in Section 7106 of the Federal Service Labor-Management
Relations Statute.
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Section 16. ShOD Co_itteeB.

The designated area steward may represent the Union on shop
safety committees in those shops in the bargaining unit which
have appointed safety committees.

Article XXV

Pro8otions

General.Section 1.

This Article applies solely to the filling of positions in
the bargaining unit as defined in Article I, Section 2 of this
Agreement.

Section 2. Ea"Dloyer's Ri«ht

Nothing in this Article shall affect the Employer's authority
to determine employee qualifications, to fill positions within
the unit or to make selections for appointment from among
properly ranked and certified candidates for promotion or any
other appropriate source. Vacancies may be filled by methods
other than the Merit Staffing Program when it appears that the
best qualified person can be obtained from other sources.

Order o:f Consideration.Section 3.

Promotion of employees will be made on the basis of merit.
Normally, the order of consideration for filling vacancies will
be as follows: (a) priority considerations; (b) search for in-
service candidates or (c) any other appropriate source.

Section 4. Vacancy Announceaents.

The Employer agrees that when vacancies in the unit are
announced in accordance with the Merit Promotion Plan, the
announcement will remain open for receipt of requests for
consideration a minimum of ten (10) calendar days. The
announcement will set forth the opening and closing dates, job
title, series, grade, location and qualification requirements for
the position.
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Section 5. Ea1>loyee Ri~ht to Consideration.

When the Employer determines that vacancies in the bargaining
unit are to be filled by competitive procedures, the Employer
agrees that employees requesting timely consideration will
receive full consideration consistent with their qualifications.

Section 6. Request for Consideration.

Employees desiring consideration for a position that has been
announced for receipt of applications will submit a Request for
Consideration (FP FL 303) and Applicant Supplemental Information.

Section 7. Consideration Durin~ Absences.

Prior to departure on leave or other extended absence, an
employee may request in writing that his supervisor submit, on
his behalf, an application for any placement opportunity that may
be announced during such absence. The employee's request must
specifically identify the position, title, grade, and
organizational location of the position for which consideration
is requested.

Section 8. Area of Consideration.

The initial area of consideration for filling bargaining unit
positions by merit promotion will be Fort Polk employees, current
Department of the Army employees and military spouses who are
entitled to preference in accordance with DOD Instruction
1404.11.

Section 9. Exvansion of Area of Consideration.

The area of consideration may be expanded when it is
determined that the initial area of consideration may not produce
a sufficient number (at least three) of "Best Qualified"
applicants or to comply with other recruitment requirements,
e.g., high grade, career programs, FEORP, SHARP, hard to fill..

. . ",

posJ.tJ.ons.

Section 10. Restriction of Area of Consideration.

The area of consideration may also be restricted when
determined appropriate for such reasons as budgetary constraints,
insufficient personnel ceilings or a sufficient number of
candidates may be produced.
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Qualified ADDlicants.Section 11.

All e~ployee applicants deter~ined qualified and eligible for
promotion will be assigned one of the following ratings: (a) Best
Qualified or (b) Qualified.

Referra1 and Se1ection Re«isters.Section 12.

Referral and Selection Registers will be used for competitive
and noncompetitive candidates referred in accordance with the
Merit Promotion Plan. Locally developed lists of candidates will
be referred in alphabetical order. Competitive candidates
referred from Office of Personnel Management Certificates of
Eligibles will be listed in the order in which the names are
certified.

Methods of Deter.ini~ Best Qualified.Section 13.

"Best Qualified" candidates will be determined by the
following methods:

a. All qualified applicants for promotion or reassignment to
a position with known promotion potential will be evaluated
further to identify those who are "Best Qualified," except that
employees who previously held the grade (or higher grade) of the
position, or target grade (or higher), in the competitive service
do not require further evaluation. In all cases of "Spouse
Preference" candidates, ranking is required for determination of
'tBest Qualified."

Primary Measurement Tool~.bl,

(1) Training, education, experience, awards (TRA/EX) (as
stated by the candidate on the FP FL 303) will always be used as
a measurement tool. Information in the candidate's Official
Personnel Folder will be used in ranking employees for wage

system positions.

(2) A supervisory appraisal on the FP FL 303 is another
measurement tool that will always be used when applicable. When
a supervisory appraisal cannot be obtained, the TRA/EX may be the
sole measurement tool.

(3) Other measurement tools may be used as provided for

by applicable regulations.
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Section 14. Notification of Ratin..

The Employer will notify employees who submit requests for
consideration for placement or promotion of their rating.

Nonco.oetitive Pro.otions.Section 15.

Noncompetitive promotions may be made in accordance with
applicable regulations.

Section 16. Release of Inforaation

To the extent permitted by applicable law or regulation, upon
request, the Employer will furnish data pertaining to a specific
merit promotion action if the data is maintained in the regular
course of business, reasonably available and necessary for full
and proper discussion of a grievance and which does not
constitute guidance, advice, counsel, or training provided for
the Employer. The request must be" in writing and must be of
sufficient specificity to allow processing.

Section 17. Conies of Vacancy Announce8ents.

The Employer will provide the Union a copy of vacancy
announcements issued under the Merit Promotion Plan.

Section 18. Grievances.

Any matter involving nonselection for promotion from among a
group of properly ranked and certified candidates is not
grievable. This does not. however. prohibit an employee from
grieving a rating of "Qualified" (failure to receive proper
consideration).

Failure to Receive Prover Consideration.Section 19.

Failure to receive proper consideration for promotion means
that except for the error, the employee would have been referred
for selection. In the case of a competitive action, the employee
would have been rated in the "Best Qualified" group for the
position in which the employee failed to receive consideration.
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Section 20. Reaed r Failure to Receive Pro er Consideration.

The Employer and the Union establish one .1 priority
consideration to the next appropriate vacancy for which the
employee qualifi,es as the remedy for failure to receive proper
consideration.

Section 21. Priority Consideration.

Priority consideration means the employee will be referred
noncompetitively to the selecting officjal who will consider the
employee's qualifications and make a decision to select or
nonselect.

Section 22. Next ADDrODriate Vacancy.

The "next appropriate vacancy" is one that meets all of the

following conditions:

a. a similar type of position in the same pay system as the
position for which the employee failed to receive proper
consideration;

b. one in which the employee has indicated prior interest;
and

c. one at the same grade level with no higher promotion
potential than the position for which consideration was lost.

Section 23. Auto_tic and S»ecial Consideration for Re»roaotion.

a. Employees who have been demoted through no fault of their
own (i.e., reduction-in-force, correction of classification
error) and who are in retained grade (not retained pay) will be
entitled to automatic repromotion for any position up to the
grade they are retaining provided that (a) they are fully
qualified for the position as determined by the Civilian
Personnel Office; (b) have at least a "Fully Successful" current
performance rating; (c) the position is located in the same local
command from which they were demoted; (d) the position is in the
same pay group of the retained grade; and (e) the position is in
the same occupational series from which demoted or is a position
and grade that the employee previously held on a permanent basis
in a different occupational series within the same pay group of
the retained grade.
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b. Upon expiration of the retained grade period. the
autoaatic reproDlotion right will expire. However. an employee
will. if otherwise eligible. receive priority consideration as
authorized by current governing regulations.

c. If two or more employees are entitled to automatic
repromotion to the same position, the Employer reserves the right
to choose the employee to be repromoted from among those
eligible.

Article XXVI

Reduction in Force

.Section 1. Definition.

A reduction in force to which the provisions of this Article
applies occurs when it becomes necessary to release a competing
employee from his competitive level by furlough for more than 30
days, separation, demotion, or reassignment requiring
displacement, when the release is required because of lack of
work; shortage of funds; insufficient personnel ceiling;
reorganization; the exercise of reemployment rights or
restoration rights; or reclassification of an employee's position
due to erosion of duties when such action will take effect after
a formal announcement of a reduction in force in the employee's
competitive area and when the reduction in force will take effect
within 180 days.

Section 2. ~.ployer Ri«bts.

The Employer retains the right to determine the categories
within which positions are required, where they are to be
located, and when they are to filled, abolished, or vacated.
This includes determining when there is a surplus of employees at
a particular location in a particular line of work.

Section 3. Notification to the Union.

When the Employer determines that a reduction in force is
necessary, the Union will be notified that: (1) a RIF has been
determined necessarYi (2) the reason(s) for the RIFi (3) the
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approximate number of spaces or employees affected; and
proposed effective date.

4 the

Section 4. Confidentialityo:f Inforaation.

The Union agrees that the information provided will not be
released until affected employees are informed by the Employer.

Section 5. Union Obli~ation

Upon receipt of the information in Section 3 of this Article,
the Union may make its views and recommendations known within
fifteen (15) calendar days. Comments should be forwarded to the
Civilian Personnel Office, Labor Relations.

Section 6. Ea])!oyer Union Coo])eration.

The Union agrees to join the Employer in promoting the
understanding of reduction in force actions and minimizing the
adverse impact on the morale of employees affected.

Section 7. Reduction in Force Procedures.

All reductions in force will be carried out in compliance
with Office of Personnel Management, Department of Defense, and
Department of the Army regulations. In this regard, the
following specific procedures and arrangements will apply.

Competitive Areas.a.
The competitive areas for reduction in force actions will be

established in accordance with Office of Personnel Management
regulations. It is understood that each tenant command (MEDDAC,
DENTAC, Commissary and USAISC) may have a separate competitive
area or may be included in the Garrison's competitive area. The
Union recognizes the Employer's right to establish competitive
areas.

b." Reduction-in-Force Notices.

Employees affected by a reduction in force will receive a
written minimum notice of at least 60 calendar days.

Acce~§; to Retention Re~isters.c.
Upon request, ,an affected employee and his representative,

designated in writing, shall be given the opportunity to review
the retention register pertaining to the employee.
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d. Counselin. and Placement Assistance

Upon request, affected employees will receive counseling
concerning retirement eligibility and benefits, the Department of
Defense Priority Placement Program, and the Office of Personnel
Management Displaced Employee Program.

ReemDlovmente.

The Employer agrees to establish and maintain a Reemployment
Priority List in accordance with applicable regulations.
Eligible employees will be entered on the list for the positions
for which available and qualified.

Performance Annraisals

1 Additional Credit

Additional service credit for performance will be as
specified by Office of Personnel Management and Department of the
Army regulations.

2 Cutoff Dat.e.

To provide adequate time to properly determine
employee retention standing prior to a reduction-in-force, the
Parties establish ten (10) workdays prior to the issuance of
specific RIF notices as the cutoff date, after which no new
annual performance ratings will be put on record and used for RIF
purposes. Performance appraisals that were due on or before the
cutoff date but were not officially approved and put on record
until after the cutoff date do not affect the determination of
the employee's retention standing.

g. Vacant Positions.

Efforts will be made to place employees who are affected by
reduction-in-force. The Employer will consider placing affected
employees in vacant positions for which they are qualified.
Waiver of qualification requirements for placement in vacant
positions will be at the Employer's discretion.

h. Discontinued Service Retirement.

The Employer may, at
retirement authorization.

its discretion. request voluntary early
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i. Relocation Costs.

The Employer will pay relocation costs as authorized by the
Joint Travel Regulations.

Section 8. .
::-

An employee may grieve a reduction in force action for any of
the following reasons:

Grievances.

failure to follow RIF ~rocedures;a.
b.' improper release from competitive level; or

denial of bumping/retreat rights.c.

Section 9. Tiae Liait for Filin~ Grievance

A grievance must be filed in writing within ten (10) workdays
after the effective date of the action pursuant to the provisions
of Article XXXVI, Section 13 of this Agreement.

Article XXVII

Job Description and Classification

Section 1. Job Descri»tions.

Employees will be furnished a copy of their job descriptions
upon initial appointment and as amendments are made.

Section 2. Aaendaents to Job ~scri1)tions.

Amendments to job descriptions will be discussed with
employees at the time employees are provided copies.

Section 3. Job Description Accuracy.

Questions regarding the accuracy of job descriptions will be
resolved between the employee and the supervisor. If necessary,
the appropriate Commander, or designee, will decide on current
and future duties and responsibilities of the position. The
Commander's decision will be considered final. This does not
preclude grievances over the accuracy of a job description except
when the matter concerns the classification of a position.
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Section 4. Oral Classification Co8nlaint.

An employee may file an oral classification complaint
requesting a review of the pay category, title, series, or grade
of his position. An employee may make an oral classification
complaint at any time; but it must relate to the official
position currently occupied, as shown on the SF 50 (Notification
of Personnel Action). The complaint must be presented.to the
employee's supervisor. The basis on which the position was
evaluated will be discussed and explained to the employee.

Section 5. Use of Oral Classification Co.»laint Procedure.

Employees are encouraged to file an oral classification
complaint prior to filing a pos1tion Cl4ssification appeal.

Section 6. Position Classification ADDeals.

An employee may file a position classification appeal
requesting a change to his official pay category, title, series,
or grade of his position. General Schedule employees may file an
appeal with the Department of the Army or directly to the Office
of Personnel Management. A Federal Wage System employee must
file a classification appeal with the Department of the Army.
Upon receipt of a decision, the appeal may then be continued to
the Office of Personnel Management.

Section 7. Representation.

An employee may be represented in presenting an oral
classification complaint or a classification appeal.

Section 8. Position Classification and Job Gradinl! Standards.

Employees may schedule an appointment with the Civilian
Personnel Office, Position Management and Classification Divis,iQn
to review Office of Personnel Management Position Classification
and Job Grading Standards for the" position to which officially
assigned.
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Article XXVIII

Wage Surveys

Section 1. Notification of Wa~e Surveys.

The Union will be notified of a locality wage survey and of
the schedule as established by the DOD Wage Fixing Authority.

Local Wa~e Survey Co_ittee (LWSC).Section 2.

Section 3. Data Collectors.

The Union will be allowed to nominate employees as labor data
collectors where appropriate.

Selection and ADDoint.ent of Data Collectors.Section 4.

The Employer will select and appoint data collectors.

Article XXIX

Eaployee Developaent

General.Section 1.

The Employer agrees to maintain a Training and Development
Program as necessary to accomplish the miss.ion of Fort Polk in an
efficient manner. It is recognized that technology changes and
new techniques, material and equipment, or replacement of
employees possessing special skills are factors normally
considered in implementing such programs where necessary to meet
the needs of the Employer.

Section 2. Selection for Trainin~.

Employees shall be given equitable consideration in selection
to attend training courses that are determined by the Employer to
meet the training needs of employees based on the work load,
availability of funds, and school quotas. Applications for
specialized courses will be processed without delay.
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Section 3. Eaployee Notification.

Notification of approval and disapproval will be made to the
employee at the earliest practical" date.

Section 4. Consideration of Trainin~ in Place.ent Actions.

The Employer agrees that consideration will be given an
employee's qualifications resulting from pertinent training,
self-development and outside activities which serve to enhance
the employee's capabilities for effective performance in the
position to be filled, provided this information has been made a
matter of record.

Section 5. Records of Trainin~.

The Employer agrees that in accordance with applicable
regulations and upon proper presentation records of satisfactory
completion of formal training will be entered in the personnel
folder of the employee concerned.

Section 6. Use of Herit Proaotion Procedures.

Merit promotion procedures must be followed in selecting
career or career conditional employees for training that is
intended mainly to qualify employees for promotion.

Section 7. Civilian Personnel Bulletins.

The Union will be provided copies of all Civilian Personnel
Bulletins announcing training opportunities.

Article :xxx

Union Training Sessions

Section 1. General.

Recognized officers and stewards of the Union may be excused
without charge to leave in conjunction with. attendance at Union
sponsored training provided that such training is of mutual
concern to the Employer and the Employer's interests will be
served by the officer/steward's attendance.
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Section 2. Excused Absence.

Excused absence will be authorized to cover only those
portions of a training session that meet the criteria in
Section 1 of this Article and will not exceed eight (8) hours per
calendar year for stewards and sixteen (16) hours per calendar
year for officers.

P!:ocedure for Reauestin~ Ex.cused Absence.Section 3.

Requests for excused absence must be received by the Civilian
Personnel Office at least ten (10) calendar days in advance of
any request for administrative leave. The request must include
the name(s) of the officer/steward, date, time, place of training
or orientation session and the subject matters to be covered.
The Civilian Personnel Office will render a decision normally
five (5) calendar days prior to the commencement of training or
orientation session.

Section 4. Cost to SUDDOrt Trainina.

The Union is responsible for funding all Union sponsored
training.

Article XXXI

Contracting Out

E8Dloyer's Riaht.Section 1.

The Employer retains the right to make determinations with
respect to contracting out as provided in Section 7106 of Title
VII and Article II of this Agreement.

Section 2. Union Notification.

As requirements are known, the Union will be notified of the
functions scheduled for review under the Commercial Activities
Program.

Union Particivation.Section 3.
It is agreed that since it is to the Employer's advantage that

the Performance Work Statement (PWS) during Commercial Activity
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reviews be as accurate as possible, the Union will be given the
opportunity to review the statement for thoroughness. Comments
must be provided within fifteen (15) calendar days after receipt
and will be carefully considered. The Employer is not obligated,
however, to revise the PWS to incorporate the Union's comments if
in the Employer's opinion they would not improve the PWS. It
must be noted that this provision applies only to commercial
activity reviews within the bargaining unit.

Section 4. Sensitivity of the Perforaance Work Stateaent.

Since the PWS is procurement sensitive, the Union agrees that
it will not be reproduced and must be returned to the Civilian
Personnel Office by the due date even if the Union elects not to
submit comments.

Section 5. Contractin~ Out Decisions.

The Union will be advised of contracting out decisions

Section 6. Appeals.

The Union agrees that any appeal involving the contracting
out process or the decision by the Employer to contract out
activity functions shall be processed exclusj.vely through the
administrative appeals procedure provided by the Federal
Acquisition Regulation, OMB Circular Number A-76 (Performance of
Commercial Activities), and implementing Army regulations, and
not through the grievance/grievance-mediatiori/arbitration
procedures of this Agreement.

Article XXXII

Travel and Subsistence

Section 1. General.

Travel and subsistence shall be in accordance with applicable
rules and regulations.

Section 2. Advance Notice.

Employees required to perform temporary additional duty
involving travel will be given as much advance notice as
conditions permit.
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Section 3. Advance Allowance.

It is agreed that in accordance with applicable rules and
regulations employees perf.orming temporary duty involving travel
will be entitled to draw an advance allowance except where
emergency conditions do not permit sufficient time to draw an
advance. In such an event, the employee normally will not be
expected to travel with insufficient funds to cover the period of
duty unless transportation, quarters and subsistence are
furnished by the Government.

Article XXXIII

Interpretation of the Agreeaent

Section 1. Contract Adainistration Traini~.

The Parties agree to indoctrinate their officials in the
understanding and spirit of this Agreement recognizing the mutual
benefits to be derived from the constructive observance of its
provisions.

Section 2. Contract Interpretation/Application Disputes

Should any dispute arise concerning the interpretation or
application of this Agreement, representatives of the Parties
shall make an earnest effort to resolve the matter through
consultation and discussion.

Article XXXIV

Publication of the Agreeaent

Section 1. Publication of the A~ree.ent.

The Parties agree to equally share the cost of publication of
this Agreement.

Section 2. AJ!ree.ent Size and For.-t.

The Parties will mutually determine the size,
design of the Agreement.

format and
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Article XXXV

Dues Withholding

Section-1. GenerAl

~ection .2.. ~on ReSDogsibili t-lli.
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Section 3. Eavloyer Responsibilities.

The Employer shall be responsible for maintaining a supply of
the Standard Form 1188 which is to be used for revoking
allotments and making this form available to eligible employees
upon request.

Section 4. Dues. Chan«es and Fees.

a. The amount of dues certified to be withheld from an
employee's salary will remain unchanged until the authorized
Union official has certified that the amount of dues is to be
changed.

b. Authorizations received in the payroll office will be
effective in the next regular biweekly pay period and biweekly
deductions will continue in effect until the allotment is
terminated in accordance with the provisions of this Article.

c. The aaount to be deducted each biweekly pay period is for
dues only. No other deductions are authorized. If the amount of
dues to be deducted is changed by the Local, the appropriate
payroll office will be notified in writing of the new amount and
the effective date. The notice will be submitted through the
Civilian Personnel Office. Changes in the amount of dues to be
deducted will not be made more than once every twelve (12)
months.

d. The Union will not be charged a fee for dues withholding.

e. The dues collected will be remitted to the Comptroller,
NAGE, 285 Dorchester Avenue, Boston, Massachusetts 02127 after
the completion of the payroll for each biweekly pay period. Each
remittance will be accompanied by a statement in duplicate
containing the following information:

identification of the installation;

pay period date;

identification of the local;

(4) names of members for whom deductions were made and
the amount of each deduction;

total amount withheld each pay period; and

net amount remitted.
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Section 5. Liaitation and Teraination.

a. The common anniversary date for dues revocation is the
first full pay period on or after 1 September.

b. An employee may at any time submit a revocation of his
allotment, however, the revocation may not be effective for a
period of one year from the date the allotment was first made.
Subsequently, an individual's revocation may be submitted at any
time but will not become effective until the next common
anniversary date, the first full pay period on or after
1 September.

c. The revocation should be made on a Standard Form 1188.
It is the employee's responsibility to see that his written
revocation is received in the payroll office on a timely basis.
The employee's signed request for the revocation of his dues
allotment will be accepted even though not submitted on the
Standard Form 1188.

d. The Union will send the appropriate payroll office,
within five (5) workdays after receipt, any revocation of
allotment received by the Union. On the revocation submitted by
the employee directly to the payroll office, that office will
submit a copy of each revocation to the Union with the remittance
statement for the first pay period prepared after receipt of the
revocation.

e. The Union will notify the payroll office within five (5)
workdays when an employee with a current allotment ceases to be a
member in good standing. The payroll office will terminate the
allotment upon receipt of the information.

f. An allotment shall be terminated when the employee leaves
the unit as a result of any type of separation, transfer or other
personnel action (except detail); when this agreement for dues
withholding is suspended or terminated by an appropriate
authority outside DOD; or when the employee has been suspended or
expelled from the labor organization.

g. The allotments of all employees who are members of the
Local will be terminated when the Local loses eligibility for
exclusive recognition under the provisions of Title VII.
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Inde8Dification Clause.Section 6.
The Union shall indemnify and save the Employer harmless

against any and all claims, demands, suits or other forms of
liability that shall arise out of or by reason of action taken or
not taken by the Employer for the purpose of complying with any
of the provisions of this Article.

Article XXXVI

Grievance Procedure

Section 1. Purpose.

The purpose of this Article is to provide for a mutually
acceptable method for the prompt, fair and equitable settlement
of grievances.

EaDlovee GrievanceSection 2.

An employee grievance is defined as any complaint concerning
any matter relating to the employment of the employee; the effect
or interpretation or a claim of breach of the Collective
Bargaining Agreement; or any claimed violation,
misinterpretation, or misapplication of any law, rule, or
regulation affecting conditions of employment which are within
the administrative discretion of the Employer.

Union Grievance.Section 3.

A Union grievance is defined as any complaint concerning any
matter relating to the employment of any employee; or the effect
or interpretationt or a claim of breacht of the Collective
Bargaining Agreement; or any claimed violationt
misinterpretationt or misapplication of any law, rule, or
regulation affecting conditions of employment whicH are within
the administrative discretion of the Employer.

EaDlover Grievance.Section 4.

An Employer grievance is defined as any complaint concerning
the effect or interpretation, or a claim of breach, of the
Collective Bargaining Agreement; or any claimed violation,
misinterpretation, or misapplication of any law, rule, or
regulation affecting conditions of employment.
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Section 5. Exclusions.

Any grievance covering the following matters is excluded from
coverage under this procedure:

termination of temporary employees;a.

b. separation of probationary employees;

c. any claimed violation of prohibited political activities;

d. retirement, life insurance or health insurance;

e. suspension or removal for National Security reasons;

f. examination, certification or appointment

the classification of .ny position;g.
h. nonselection for placement or promotion from a group of

properly ranked and certified candidates;

i. proposed discip.1inary actions;

j. employee grievances where no form of personal relief to
the employee is appropriate;

k. nonadoption of Model Installation Program Initiatives or
disapproval of honorary or discretionary awards;

1. the content of published Fort Polk, Command, or DA
regulations;

the termination of temporary promotions;m.

EEO complaints.n.

Section 6. Grievabilityo

Disputes as to whether a matter is grievable or arbitrable
under the provisions of this Agreement, if not resolved by the
Parties, may be referred to Grievance-Mediation as provided in
Article XXXVII or to arbitration as provided in Article XXXVIII
as a threshold issue.
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Section 7. Inforaal Resolution of Grievances.

The Employer and the Union recognize that most grievances
arise from misunderstandings or disputes which can be properly
resolved on an informal basis at the immediate supervisory level.
Accordingly, the Employer and the Union agree that every effort
will be made to settle each grievance at the lowest level
possible. In keeping with this principle of problem resolution
at the lowest level possible, the Union agrees that all issues of
concern to them will be raised with the Employer before they are
raised outside the authority of the Employer, The Employer will
be given at least ten (10) workdays to resolve any matter raised
under this provision.

Section 8. The Effect of Grievances.

Inasmuch as dissatisfactions and disagreements arise
occasionally among people in any work situation, the filing of a
grievance shall not be construed as reflecting unfavorably on an
employee's good standing, his performance, loyalty or
desirability to the organization. Similarly, the occurrence of
an occasional grievance will not be construed as reflecting
unfavorably on the quality of supervision or general management
of the organization.

Section 9. Use of Ne«otiated Grievance Procedure.

a. The grievance procedure agreed upon herein shall be the
sole procedure available to the Employer, the Union and
bargaining unit employees for the consideration of grievances
which fall within its coverage.

b. When an employee has a choice of procedures within the
Negotiated Agreement, the employee shall be deemed to have
exercised his option at such time as the employee initiates an
action under the applicable statutory procedure or files a
grievance under the Grievance Procedure contained herein
whichever should occur first.

c. The filing of grievances over frivolous or facetious
matters is discouraged.
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Section 10. Representation.

Employees Electin~ Union ReDresentation.a.
An employee or group of employees desiring representation

when filing a grievance under the Grievance Procedure outlined
herein may be represented only by the Union. This does not
preclude an employee from consulting with his personal
representative.

b. EmDloyees Not Electin~ Union ReDresentation.

An employee or group of employees not desiring union
representation may not have a personal representative when
pursuing matters under this Grievance Procedure. In such cases
an employee or employees may present grievances and have them
adjusted without the intervention of the Union, but the employee
or employees must represent themselves, the adjustment must be
consistent with the terms of the Negotiated Agreement and the
Union must be given an opportunity to be present during any
discussion of the grievance between an employee of the unit and
the Employer's representative.

Prohibited Ret>risalc.
Employees and their representatives shall be unimpeded and

free from restraint, coercion, discrimination or reprisal when
exercising the right to file a grievance.

d. Limit on Number of ReDresentatives.

In all cases, not more than one Union officer or steward will
be allowed to represent an employee or group of employees during
the pursuit of a grievance or complaint at any step of this
procedure.

Conflict of Interest.e.

If two or more employees request representation in pursuing
substantially identical grievances concerning the failure to
receive proper consideration for a position and one of the
grievants is also a Union officer or steward, he will not be
allowed to serve as the representative of the other grievants
during the pursuit of the grievance. This does not preclude the
officer/steward from representing himself in the filing of an
individual employee grievance.
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Section 11. Class Grievances.

If two or more employees request representation in pursuing
substantially identical grievances under this procedure, the
Union will select one grievance for processing. A list of the
other grievants will be provided with the initiation of the Step
One grievance. The decision made on the grievance selected for
processing will be equally applicable to all of the grievants.
Official time will only be provided for one grievant and one
representative in pursuing a grievance.

Section 12. For.at for Written Grievances and Decisions.

To assure that sufficient information is provided to the
Union, employees and the Employer when utilizing the Grievance
Procedure outlined herein, forms developed by the Parties and
provided by the Employer will be utilized when submitting a
written grievance or a written grievance decision. (See
Appendices A through D.) These forms may be modified upon mutual
consent of the Parties without reopening this Agreement.
Employee grievance forms may be obtained from supervisors, the
Civilian Personnel Office, Union stewards and officers.

Section 13. Ea1>loyee Grievance Procedure

a. This procedure is designed to facilitate the prompt and
equitable settlement of employee grievances. To enhance the
principle of grievance resolution, the full scope of issues of
concern to the employee will be clearly formulated and presented
in writing at Step One of this procedure and will not be expanded
as the grievance progresses through the procedure.

b. When presenting a grievance under this procedure, the
aggrieved will initiate the grievance at Step One unless the
Parties mutually agree to initiate the grievance at a higher step
or other provisions of this Agreement dictate otherwise.

Step One.c.
(1) The employee and representative, if any, will submit

a written grievance to the employee's immediate supervisor, or
designee, within ten (10) workdays of the date the employee could
have reasonably become aware of the incident or decision giving
rise to the grievance. Representation, if desired will be
provided by the designated area steward.
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(2) The written grievance will be submitted on the form
shown at Appendix A of this Article and will contain the
employee's name, position, organization, a detailed description
of the matter being grieved, the relief sought, identification of
representative, the employee's signature and date.

(3) Within five (5) workdays after receipt of the
written grievance, the Step One Deciding Official will meet with
the grievant and representatiye, if any. A representative of the
Management Employee Relations Division may also be in attendance
if either Party so desires.

(4) Within five (5) workdays after the meeting, the Step
One Deciding Official will issue a written decision. The written
decision will be prepared on the .form shown at Appendix B of this
Article. Two copies of the decision will be provided the
grievant, one of which may be given to the grievant's
representative.

d. Steo Two.

(1) If the grievance is not resolved at Step One, the
grievant will submit a written notice of failure to resolve the
grievance on the form shown at Appendix C of this Article to the
Civilian Personnel Office, Management Employee Relations Division
within five (5) workdays after receipt of the Step One decision.

(2) The Civilian Personnel Office, Management Employee
Relations Division will forward the written notice along with the
grievance, and written decision (grievance package) to the
appropriate Deciding Official within two (2) workdays.

(3) Within five (5) workdays after receipt of the
grievance package, the Step Two Deciding Official will meet with
the grievant and representative, if any. A representative of the
Management Employee Relations Division may also be in attendance
if either Party so desires.

(4) Within five (5) workdays after the meeting a written
decision will be issued. The decision will be prepared on the
form shown at Appendix B of this Article. Two copies of the
decision will be provided the grievant, one of which may be given
to the grievant's representative.
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Ste'D Three.e.

(1) If the grievance is not resolved at Step Two, the
grievant will submit a written notice of failure to resolve the
grievance on the form shown a"b'Appendix C of this Article to the
Civilian Personnel Office, ATTN: Labor Relations within five (5)
workdays after receipt of the Step Two decision.

(2) A Step Three Deciding Official will review the
grievance package and obtain any facts relevant to the g+ievance
which may include meeting with the aggrieved and representative
and issue a written decision within ten (10) workdays. However,
if a meeting is required the written decision will be issued
within fifteen (15) workdays.

Union Grievance Procedure.Section 14.

A Union grievance shall be submitted in writing and shall
provide the same specificity of information required of an
Employee grievance. The Union grievance will be filed by the
Union President, or designee, within ten (10) workdays of the
date he became aware of the incident or decision giving rise to
the grievance. The grievance should be forwarded to the Civilian
Personnel Office, ATTN: Labor Relations. The appropriate
Commander, or designee, will meet with the Union President, or
designee, within ten (10) workdays of receipt of the written
grievance to discuss the grievance. The Union President, or
designee, will be provided a written decision within ten (10)
workdays after the meeting.

Eanloyer Grievance Procedure.Section 15.

An Employer grievance shall be submitted in writing by the
appropriate Commander, or designee, to the Union President within
ten (10) workdays of the date he or she became aware of the
incident or decision giving rise to the grievance. The Union
President, or designee, will meet with the appropriate Commander,
or designee, within ten (10) workdays of receipt of the written
grievance to discuss the grievance. The appropriate Commander,
or designee, will be provided a written decision within ten (10)
workdays after the meeting.

67



Section 16. Exceptions.

a. The Parties agree that employees desiring to file
grievances and employed in organizations where the organizational
makeup may fail to produce three layers of intervening
supervision (e.g., USAISC-Fort Polk, DENTAC) will ~tilize the
procedure ,outlined in Section 1~ with the exception of Step Two.
Accordingly, the Grievance Procedure will consist of Steps One
and Three.

b. Grievances contesting the propriety of disciplinary
action (e.g., reprimands, suspensions for 14 days or less) will
be initiated at Step Two. The grievance must be submitted to the
Civilian Personnel Office, Management Employee Relations
Division.

c. Grievances contesting the propriety of adverse actions
and actions based on unacceptable performance (e.g., removal,
suspension for more than 14 days, reduction in grade or pay) will
be initiated at Step Three. The grievance must be submitted to
the Civilian Personnel Office, ATTN: Labor Relations.

d. The Parties further agree that employees desiring to file
grievance~ regarding failure to receive proper consideration for
a promotion will utilize the procedure outlined in Section 13.
However, the Chief of Recruitment and Placement Division, or
designee, will serve as the Deciding Official at Step Two.

Section 17. Failure to Achieve Resolution

In the event satisfactory resolution of the grievance is not
achieved through the proceedings outlined in Sections 13, 14 or
15 of this Article, the Union or the Employer may, within ten
(10) workdays of the final written decision serve notice to the"
other to have the grievance settled by Grievance-Mediation and/or
Arbitration through the procedures contained in Articles XXXVII
or XXXVIII. The right of employees to present their own
grievances does not extend to invoking the Grievance-Mediation Q~
Arbitration procedures outlined in this Agreement.

Section 18. Grievance Resolution.

If a satisfactory settlement is reached at any Step under
Sections 13, 14 or 15 of this Article, the Union or employee
initiating the grievance will sign the statement shown at
Appendix D of this Article indicating that the grievance has been
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resolved satisfactorily. The agreed upon settlement is binding
on all Parties providing it does not conflict with applicable
laws, regulations and provisions of this Agreement. This does
not require completion of the Grievance Resolution Form if
satisfactory settlement was not reached or the grievant has
elected not to pursue the .matter further.

Section 19. Tiae Liaits.

Extensions.a.
In processing a grievance the time limits will be strictly

observed by all Parties. However, upon mutual agreement an
extension in the time limits may be granted in unusual
circumstances. Such a request will be initiated in writing by
either Party and will be acknowledged in writing by all
concerned.

b. Employee Grievances

Failure by the aggrieved or the Union, on behalf of the
aggrieved, to present his grievance within the time limits at any
step in this Article will render the grievance not timely and
result in the termination of the grievance. The grievance will
be returned without action. Further, failure of the Employer to
respond to a grievance within the time limits at any step in this
Article entitles the aggrieved or the Union, on behalf of the
aggrieved, to advance the grievance to the next step.

Union/Employer Grievances.c.
Failure by the Union or the Employer to present a grievance

within the required time limits will result in termination of the
grievance.

Section 20. Teraination of Grievance.

A grievance under the negotiated Grievance Procedure will be
terminated and returned without action under the following
conditions:

when the grievant requests it in writing;a.
b. when the matter grieved is not covered by the scope of

the procedure;

when the grievance has been untimely submitted;c.
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Article XXXVI - Appendix A

Eaployee Grievance

Grievant's Name

Job Title and Grade

Organization

Date

- --
Immediate Supervisor (Applicable Deciding Official

Organization

1. This constitutes an Employee Grievance pursuant to Article
XXXVI of the Negotiated Agreement.

I became aware of the incident or decision giving rise to the2.
grievance on

3. The specific nature of my grievance including (a) the names
of other members of the class (if appropriate), (b) what happened
to cause the grievance, (c) when, (d) where, (e) who acted, (f)
who made the Employer decision and (g) the provisions of the
Agreement or regulation violated is as follows:

FP Form 181 (Rev 1 Oct 88
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4 In summary, I am grieving

5. Finally, as personal relief I am requesting

6. I have elected to be or not to be represented by the NAGE

Local R5-168 Steward,
(Steward's Name)

Grievant's Signature

To Be Completed By the Deciding Official

This Employee Grievance was received by
(Name)

aton hours.
(Date) (Time)

Signature

Reverse of FP Form 181 (Rev 1 Oct 88
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Article XXXVI - Appendix B

Grievance Decision

1. TO (Grievant

2. FROM (Deciding Official

3. Date Grievance Received

4. Grievance Decision

Deciding Official

Date

FP Form 181a (Rev 1 Oct 88
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Article XXXVI - Appendix C

Failure to Resolve E8ployee Grievance

Grievant's Name

Job Title and Grade

Organizati-on

Date

This is to advise that the grievance decision received on

i,-!(",..i,'J at Step has not resolved my grievance
(date)

submitted on The specific issues surfaced at
(date

Step One which have not been resolved are:

FP Form 18tb Rev 1 Oct 88
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Article XXXVI - Appendix D

Grievance Resolution

This is to certify that the Employee/Union/Employer grievance

submitted on has been resolved to the

satisfaction of the aggrieved party.

Aggrieved Party

Date

FP Fora l81c (Rev 1 Oct 88
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Article XXXVII

Grievance-Nediation Procedure

Section 1

If the Employer and the Union fail to settle a grievance
processed under the negotiated Grievance Procedure, either Party
may within ten (10) workdays after receipt of the final decision
notify the other Party of its intent to invoke the provisions of
this Article. The Parties agree that the procedure outlined
below will be invoked regarding only those grievances which will
be pursued to arbitration.

Section 2.

The Parties agree that the primary purpose of this Grievance-
Mediation Procedure is to provide a prompt and economical method
for the resolution of unresolved grievances. The Employer and
the Union further agree to take positive action roward
fulfillment of this purpo~e. To this end the following
guidelines will apply.

a. A third party grievance-mediator will be appointed as an
impartial hearing officer and will be responsible for insuring
the conduct of a fair and impartial hearing.

b. The grievance-mediator's fee and expenses of Grievance-
Mediation will be borne equally by the Parties.

c. The Parties shall meet for the purpose of conducting an
abbreviated hearing before the hearing officer within ten (10)
workdays after the confirmation of appointment.

d. The hearing will be conducted on the Employer's premises
during normal duty hours. The aggrieved and witnesses approved
by the hearing officer, who are otherwise in a duty status, shall
be excused from duty to participate in the hearing without loss
of payor charge to leave.

e. Normally, not more than four (4) hours will be allotted
for the conduct of the hearing. Each Party will be permitted to
make opening and closing statements and to examine and cross-
examine witnesses. The hearing officer may waive the time limits
if, in his opinion, additional time is required to ensure the
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presentation of all relevant testimony or data. However, it
shall be the responsibility of the Parties to thoroughly prepare
their case for prompt presentation thereby accomplishing the
expeditious processing of these hearings.

f. The hearing shall be informal with no formal rules of
evidence. Additionally, no record of the proceedings will be
made nor will either Party be 'permitted to file briefs.

g. Either Party may request the hearing officer to issue an
opinion at the hearing, but in any event, his opinion will be
rendered within forty-eight (48) hours after conclusion of the
hearing.

h. The hearing officer's opinion as to how the grievance
would be decided if it was arbitrated, will be an advisory
opinion only and delivered orally.

Section 3.

If after receipt of the hearing officer's opinion the
grievance remains unresolved, either Party may notify the other
of its intent to invoke the provisions of Article XXXVIII,
Arbitration.

Article XXXVIII

Arbitration

Section 1. General.

When the Employer and the Union fail to settle a grievance
processed under the negotiated Grievance or Grievance-Mediation
Procedures, either Party may, within ten (10) workdays after
receipt of the final decision, notify the other Party of its
intent to invoke arbitration.

Section 2. Arbitrabilitv.

Disputes as to whether a matter is arbitrable under the
provisions of this Agreement, if not resolved by the Parties, may
be referred to arbitration as provided in this Agreement.
However, if the specific relief requested has been granted, the
issue regarding the grievance is not arbitrable.
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Section 7. Fact Stipu1ation.

Additionally, facts which can be mutually agreed to will be
stipulated by the Parties and forwarded to the arbitrator along
with the above information.

Section 8. Pre-hearin« Conference.

a. Not later than one (1) workday prior to the conduct of an
arbitration hearing, the Parties shall conduct a pre-hearing
conference.

During the pre-hearing conference the Parties will:b.
(1) attempt to agree on the issue(s

agreement has not been otherwise reached;
to be arbitrated if

(2) attempt to enter into joint stipulations regarding
matters of fact if agreement has not been otherwise reached; and

3 exchange and mark joint exhibits.

Section 9. SCODe of Arbitrator's Authority.

The arbitrator is empowered to rule on the interpretation and
application of this Agreement. However, with regard to the
interpretation of regulations, the arbitrator will give
substantial weight to the interpretation of the proponent of the
regulation. The arbitrator shall have no power to add to or
subtract from, disregard or modify any of the terms of this
Agreement and the award must be consistent with all pertinent
laws and regulations of higher authority (including pertinent
decisions of appropriate authorities). The arbitrator shall have
no authority to substitute his judgement for that of the Employer
and shall be limited to deciding whether the facts established by
the Parties justify the action of the Employer as being within
the reasonable exercise of the Employer's discretion. The
arbitrator will render his decision on each case based upon its
merit.

Section 10. Costs.

The arbitrator's fee, expenses of arbitration including
stenographic assistance, cost of transcript, cost of arbitrator's
travel expenses and per diem shall be borne equally by the
Employer and the Union.
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Section 11. Hearin~ Site.

The arbitration hearing will be held in facilities made
available by the Employer during the regular day shift hours
(0800-1630) Monday through Friday insofar as it is practicable.

Section 12. Duty Status.

The aggrieved and witnesses approved by the arbitrator, who
are otherwise in a duty status, shall be excused from duty to
participate in the arbitration hearing without loss of payor
charge to leave.

Section 13. Tiaeliness of Decision.

Unless the parties and the arbitrator agree to another time
limit, the arbitrator will be requested by the parties to render
an award as quickly as possible, but no later than thirty (30)
calendar days after the conclusion of the hearing.

Section 14. Exceptions.

The arbitrator's decision will be binding on the Parties.
However, either Party may file exceptions to the arbitrator's
award in accordance with applicable regulations. When an
exception is filed, implementation of the arbitrator's award is
stayed until such time as a decision is rendered.

Section 15. Withdrawal of Request for Arbitration.

The Party initiating a request for arbitration may request
withdrawal of the request at any time. Similarly. an aggrieved
employee who withdraws his grievance also results in the
w{thdrawal of a request for arbitration. Such action by the
Parties or the aggrieved is binding on all Parties and.
therefore. should be done prior to the selection of an
arbitrator. In such cases~the decision rendered by the Deciding
Official shall be accep--£ed as final unless it has been
subsequently modified and transmitted to the aggrieved. The
Party electing to withdraw a request for arbitration will be
solely responsible for the payment of any fees which may be
assessed by an arbitrator. -
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Section 16. Ex Parte Co_unicatioDs.

All communications directed to the arbitrator must be in
writing. A copy of any such communication will be siaultaneously
served on the other Party. The arbitrator will not accept or
initiate ex parte communications concerning the merits of the
case with either Party.

Article XXXIX

Day Care Center

Section 1. General

Employees in the unit may be permitted to use the Fort Polk
Child Development Center on a space available basis.

Section 2. Priorities for Use.

Established priorities for use of the Fort Polk Child
Development Center are: active duty and retired military
personnel and their familiesj members of reserve components on
continuous active duty or active duty for training and their
familiesj widows, widowers and other next of kin of military
personnel who were on active duty or retired at the time of
deathj next of kin to prisoner of war or missing in action
personnelj and DOD civilian personnel employed on the
installation.

Section 3. Costs.

Employees will be responsible for costs involved as
prescribed by applicable regulations.

~

Article XL

Disciplinary Actions

Section 1. General.

It is agreed that the broad objective of discipline is to
motivate employees to conform to acceptable standards of conduct
and to prevent prohibited activities.
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Maintenance of Disci1>line.Section 2.

It is further agreed that the most effective means of
maintaining discipline is through the promotion of cooperation
of sustained good working relationships, and of the self-
discipline and responsible performance expected of mature
employees.

Section 3. Basis for Disciplinary Action.

In those cases where disciplinary action becomes necessary,
it will be taken for just cause.

Section 4. Inforaal Disciplinary Actions.

Informal disciplinary actions consist of oral admonitions and
warnings.

Section 5. For.-l Disci'Plinary Actions.

For.al disciplinary actions are written reprimands,
suspensions, involuntary reductions in grade and removals

Section 6. Procedures.

Disciplinary actions will be processed in accordance with
applicable regulations and employees shall be afforded all rights
and privileges provided therein, unless specifically abridged by
the terms of this Agreement.

Section 7. Ti.eliness of Disciuline.

Disciplinary actions will be accoaplished on a tiaely basis.

Section 8. Revresentation.

Following notification of a proposed disciplinary action, an
employee may be represented by a person of choice. However, if a
grievance is filed under the terms of this Agreement over the
propriety of a disciplinary action, the employee may only be
represented by himself or the Union.

Section 9. CoDies of ProDOsed DisciDlinary Actions

An extra copy of the notice of proposed disciplinary action
and the notice of decision will be furnished the employee which
may be given to the employee's representative.
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aection 10. Grievances.

Grievances contesting the propriety of a formal disciplinary
action may be filed by the affected employee not later than ten
(10) workdays after the effective date of the action. Grievances
regarding reprimands and suspensions for fourteen (14) days or
less will normally be initiated at Step Two of the Grievance
Procedure unless there are no officials organizationally situated
between the Step Three Deciding Official and the official that
signed the notice of decision. In that case. the grievance will
be initiated at Step Three. Grievances regarding removals or
suspensions of more than fourteen (14) days will be initiated at
Step Three.

Section 11. Procedural Errors.

Disciplinary actions may be set aside on the basis of a
procedural error only upon a showing that a "harmful error" was
committed in the application of the disciplinary procedure. A
"harmful error" is defined as an error, that, if absent or cured,
might have caused the Employer to reach a conclusion different
than the one reached.

Article XLI

Adverse Actions and Actions Based on Unacceptable Perforaance

Section 1. Definitions.

Adverse Actions.a.
Adverse actions are defined as actions of removal, suspension

for more than fourteen (14) days, reduction in grade or payor
furlough for thirty (30) days or less as identified in Section
7512 of Public Law 95-454.

b. Unaccevtable Performance Actions

Unacceptable performance actions are actions of removal and
reduction in grade for unacceptable performance processed
pursuant to Section 4303 of Public Law 95-454.
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Section 2. Notice o:f Pro"POsed Action.

Adverse Actions.a.
Except where circumstances dictate otherwise, employees will

be provided a thirty (30) day advance written notice of a
proposed adverse action. The notice will specify the reason(s)
for the proposed action.

b. Unaccen-table Performance Actions.

Employees will be provided a thirty (30) day advance written
notice of a reduction in grade or removal. The notice will
specify the instances of unacceptable performance.

Section 3. Eaployee RiRht.

An employee may either appeal an adverse action or
unacceptable performance action through the negotiated Grievance
Procedure or use the statutory procedure. When an employee
elects to utilized the Grievance Procedure set forth in this
Agreement, the grievance must be initiated at Step Three within
ten (10) workdays of the effective date of the action. The
option is exercised when the grievance is filed in writing. The
employee may not use both procedures.

Section 4. Representation.

When pursuing a matter under the statutory appeal procedure,
an employee may be represented by a representative of choice.
However, when pursuing a matter under the terms of the Grievance
Procedure outlined in this Agreement, the employee may only be
represented by himself or the Union.

Article XLII

Perfor8&Dce Appraisal

Section 1. General.

a. The provisions of this Article apply to bargaining unit
employees occupying bargaining unit positions.

85







given advance notice of the discontinuance and the reasons
therefor. The Parties further agree that consideration will be
given to the Union's views regarding the discontinuance of the
payment of environmental differential.

Section 3. Additional Local Situations Warrantin. Environaental
Differential.

When the Union believes that a bargaining unit work situation
warrants the payment of environmental differential. it will
notify the Employer. The notice will be forwarded through the
applicable supervisory chain to the Civilian Personnel Office.
The notice will (1) identify the specific job(s) affected;
(2) location; (3) describe the potential health hazard or
environmental condition; (4) describe the available safety
equipment and protective clothing; and (5) provide justification
supporting the belief that there is an entitlement to
environmental differential. Upon receipt, the request will be
processed. The Union will be advised of the Employer's decision.
In this regard, the Employer's decision is binding unless revised
pursuant to Article L, Duration and Review, Section 4.
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Article XLIV

Details and Te8porary Pro8otions

Section 1. Applicability.

The provisions of this Article do not apply to positions
outside of the bargaining unit.

Section 2. Definition.

A detail is the temporary assignment of an employee to a
different position or set of duties for a specified period with
the employee returned to his regular duties at the end of the
detail.

Section 3. Selection.

Selection for details will be based on the needs of the
Employer and the abilities of employees.

Section 4. Docuaentation.

30) calendar days or more will beDetails of thirty
recorded.

Section 5. Distribution.

Details will be distributed on an equitable basis.

Section 6. EaJ)loyee Notification.

Employees will be informed of the reason for the detail,
duties to be performed and estimated duration.

the

Section 1. Te8POrary Pro8otioDS.

When all requirements for promotion are met and an employee
is assigned to a higher graded position for more than 60
consecutive calendar days, a temporary promotion will be
effected.

Section 8. ReQuireaent for Coa-petition.

Temporary promotions in excess of 120 calendar days will be
accomplished competitively.
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Article XLV

Assignaent of Work

GeneralSection 1.

The Employer retains the right to &ssign work and to
determine the personnel by which its operations shall be
conducted as provided for by Statute.

EaDlovee ResDonsibility.Section 2.
Employees are expecte4 to perform assigned duties to the best

of their ability.

Self HelD Prohibition.Section 3.

If an employee has a disagreement concerning a work
assignment, it is agreed that the employee should carry out the
disputed work assignment before resorting to the negotiated
Grievance Procedure. This provision does not restrict an
employee's rights when safety issues are involved.

Article XLVI

Personnel Records

GeneralSection 1.

An Official Personnel Folder as prescrib~ by the Office of
Personnel Management and the Department of the Army will be
maintained for each employee.

Eanlovee Access.Section 2.
Employees may schedule appointments with thecCivilian -

Personnel Office, Technical Services Division to review their
Official Personnel Folders. Additionally, an officer or steward,
designated in writing, may accompany an employee or schedule an
appointment to review an employee's Official Personnel Folder.

Copies of Personnel Docuaents.Section 3.

An initial copy of Notifications of Personnel Action, job
descriptions, health and life insurance election forms, FERS
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Ilection of Coverage Part II, Thrift Savings Plan election forms,
designations of beneficiary, performance appraisals, and specific
reduction in force notices will be pr"o\'ided to employees at no
cost in accordance with applicable regulations. At any time
thereafter, employees desiring a copy of a document(s) contained
in the Official Personnel Folder (SF 66) shall submit a written
request to the Civilian Personnel Office, Technical Services
Division. Documents requested will be provided at the cost of
ten (10) cents per page.

Section 4. Distribution of Personnel Docuaents

Distribution of employee copies will be made at the same time
that documents are filed in the Official Personnel Folder.

Section 5.
Folder.

Docuaents for Inclusion in the Official Personnel

An employee may sub.it documents for inclusion in his
Official Personnel Folder to the Civilian Personnel Office;
however, the Civilian Personnel Office will be responsible for
determining the appropriateness of filing the document in the
Official Personnel Folder as prescribed by applicable
regulations.

Article XLVII

Orientation for New Eaployees

Section 1. ODoortuni t:v to be ReDresented.

The Union will be afforded the opportunitJ" to be represented
at new eaploJ"ee orientation sessions conducted by the Civilian
Personnel Office.

Section 2. Role of the Re»resentative.

The Union's representative will be permitted the opportunity
to (1) advise bargaining unit employees of its existence;
(2) describe the bargaining unit it represents; (3) provide the
telephone number at the Union Hall; and (4). distribute copies of
the Agreement to bargaining unit employees.
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Desi~natiQn of Re'Dresentative.Section 3.
Within ten (10) calendar days after the signing of this

Agreement the Union will advise the Civilian Personnel Officer of
the name of the person designated to ~erve as its representative

.

at new employee orientations. The Union may ch8.1)ge'its designee
upon written notification to the Civilian Personn~el Officer.

Article XLVJII

General Provisions

Section 1. Reor«anizations.

The Union will be notified of pending reorganizations.

Within Grade Increases.Section 2.

Within grade increases will be granted or denied in
accordance with applicable regulations.

Access to Re2ulationsSection 3.
Union officers/stewards, upon request, will be granted access

to unclassified Fort Polk regulations necessary to assist them in
carrying out their representational tasks.

Article XLIX

Adverse Weather

General.Section 1.

Administrative leave during adverse weather copditions will
be granted in accordance with applicable regulations.

Adainistrative Leave.Section 2.
It is further agreed that when the Employer determines that

adverse weather cohditions may interfere with normal
transportation to work and the installation is not closed,
employees who are late in reporting to work may be granted
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administrative leave not to exceed two (2) hours. Each case will
be determined individually based on such factors as distance to
travel to work and road conditions.

Article L

Duration and Agreeaent

Section 1. Effective Date.

This Agreement and any amendments 9r supplements thereto
shall become effective from the date of approval by the major
command.

Section 2. Approval.

The major command shall review and approve the Agreement and
any amendments or supplements thereto within thirty (30) calendar
days of the execution by the Parties if the Agreement is in
accordance with the provisions of law, rule or regulation.
Should the review reveal any violation, that specific portion of
the Agreement shall be disapproved. The major command will
notify the Union of the violation and the Parties will take
whatever action is appropriate.

Section 3. Duration and ReoDeninlt.

The basic Agreement will be effective for a period of three
(3) years from the date of approval. Either Party may give
written notice to the other not more than 105 days nor less than
60 days prior to the anniversary date of the Agreement of its
intent to renegotiate. If neither Party serves timely notice,
the Agreement shall be automatically renewed for an additional
period of two (2) years.

Section 4. Aaendaents.

Amendments and supplements to this Agreement may be
negotiated at any time after six (6) months from the date of
approval by mutual consent of the Parties or when such revisions
are required by changes in applicable laws or the regulations of
appropriate authorities.
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Section 5. Laws and Re2ulations.

Changes in laws or regulations of appropriate authorities
which invalidate Articles or Sections of this Agreement will not
have the effect of nullifying the total Agreement. Action to
bring the affected portions in compliance will be taken.

97






